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a. I s  this the official copy of the series? - 
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I f  not. where is i t? 
i ,  

h. Doer the series contain conlidentiel information requiring sacurilv handling? If yes, cite law or isgolation. 

c. Is this a vital record? 
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I. Is the information contained in this sorim ever published? It yes. attach copy. 
9. Is the informetion conteined in this Wia e m  8 ~ J v z e d  8 n d h  recorded in a wmmarizd rwp~rt? 
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of this swim in y w r  office. or in another office OT acnncv? - .  
If yes. where? 

I Is this wries (or 8 malor &rtron of ill regularly murofllrmd? 

I. Docs the r r o r d  series re& tn a computer printout? 
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d. Audit period, years. 
e. Adminislratiw need 5 ,years. 

years. 

a. state LW 
b. Statute of limitation 

c. Federal law - years. ’ 1. F w a l  retention’imtructions 

Attach copy or eacwt 01 lm or regulations. Explain administrative need. , 
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16. Approved Disposition Instructions This ngency recommends that the file series tla cut o l f  at the end 01 each: 

r 1 calentim Yeet. 3.1 Fiscal Year. LJ other then, 

1 and unt i l  contracts are closed out ,  
whichever i s  longer; then 

Hold in the current liles area 

Transfer to-ords Center: hold 6 ymr(s); then 

monthfs) 

c] Transfer to &@iyifing a m :  hold . vearls); then 

@Dertrov NOTE: 
0 Transfer to State Archives I& permanent retentton 

These f i l e s  may not be  destroyed unt i l  a l l  pending l i t i g a t i o n  has been 
resolved. 
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